SOLDIER SUPPORT INSTITUTE, FORT JACKSON S.C.

HUMAN RESOURCES INFORMATION SYSTEMS
MANAGEMENT SPECIALIST COURSE

TERMINAL LEARNING OBJECTIVE

ACTION: Perform System Administration.

CONDITIONS: Given a list of Unit Identification Codes (UIC), user
names, eMILPO Access Request Forms, and access to a personal
computer with an eMILPO Portal available.

STANDARDS:

1. Accessed the AHRS Portal.

2. Performed User Account Functions.
3. Performed System Functions.

4. Created System Reports.
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“AKQO Authentication”

Connect to emilpo.ahrs.army.mil

T,

| Provide a valid User

Ak Authentication
Iser name: € qi.joe.snuffy
Password: sessssnsnns

[ Remember my password

! ; (5] 4 Zancel

<
< Name and Password.

/

Click “OK” to Proceed.

Click “Cancel” to exit without proceeding.
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“AHRS Web Portal”

| C-Welcome to the AHRS Web Portal - Microsoft Internet Explorer

File  Edit  ‘iew Fawvorites  Tools  Help ':;'

eBaCk - \_/J |ﬂ @ _h /-._\J Search ‘5‘\  Favorites '@MBCIIEI €‘3 4 - -:._; | - _J

&ddress |f§| https:ffemilpo. ahes. army. il ﬂ Go | Links

x>

cH-IR- S
V / b Porral
Applications
* eMILPO (
° Reports .
° ‘wWeh-Based Training Hyperllnks
2 User Registration
° Functional Guidance/FaQs
2 Release Motes ition the mouse cursor over the hyperlinks
o Ahout eMILPD for a description of the applications.
* AHRS Enterprise Datastor
° \Web-Based Training
* OMPF Online
* DEERS
* Promotion to 1LT/CW?2
* Promotion Worksheet

@ Welcome ta the AHRS Web Porkal. Click on any link ta proceed, é £ Internet

=
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o Dol Security Statement — Web Page Dialsg

“DoD Security Statement”

Thie ie 8 Dapadtmaat ed Defsnes cempuier pprem. Dafcs precsmng Suemiisd indarmabion, chsd the recuaty
peoindflaaan bewe| ef thic o, Do nat pieceer, gare, artanenit infermalien clasrsd abees the pozsdiation
lewel od this peetem, TRiE camipuber selam, hodudiag oF relpbsd gquigmest, nebssir, sa- nebsad dewicer
Clagdud e inbe gt ansam) Ak growddad eaby for aulbarzed LG, Grovegmmand st DA sampabar Berlime may s
maniared for 20 Laedul purpases, inolyding 1o eree i upe s audharzed, formaragemand of 1 serbery, o
Tacilitarie prede ot on againd unauthedzed Jooesr, aed 1o vty 2aouiy procedures, pumieablity, 36d ogeRgiona!
oy, Mosdborag Ieabudis, Bk b oot HimSed 4. aolive aH3ks by ausfol@ed ol amifies b desl a0 el thie
P o 7 b pedeim, Burine minitotn g, miomatien may be edamined, sooided, topied and used 1o
wathpdzed puipesir Sl ipformabice, incleding pesonal indammation. placed on or e aaribis Samem may be
b U o ke CoaCe oo i foa Lo | o i, TLIRR TR R OF LBl it [EE0, oo Pl S Tcba Rl W i8NG,
Undatheezad g of i DoD ohmuale Spbam map Subjesd vou B dimindl pomsculian, Evidiaes of

A Al Eed uk esbacbad duiits] menileang sy be udad 18 ddnincliatee, cimingd, of athe advetia 150
U &1 Bk spfam ceaifbulsd corannk 16 mandatineg T all limdal pup e

o

\
Click " Accept" to prozeed Cick "Dedine" tareturn to
to the Login page. the AHRS W eb Portal page.
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“eMILPO Login Authentication”

Enter etwork Pagsmord b 1)

"_}‘ﬁ- Flasca bps pour uzer nams snd pagsraod,
: G uthermey{]
Fisad SR Crsdentisls

Provide a valid User

D Flarss ]Emnu.m
Name and Password.

Fatiecd |-

B S i passwaond i podr paraeidd

=
N\

Click “Cancel” to exit without proceeding.

Click “OK"” to Proceed.
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“User Reqistration”

User Registration

e Clic k Help to

":j éviaﬁx biusiness
tulestor Lser
Feqistration.

Plaase gelact (P documanl Srmal far downliostiog the Access Request famm. The Access Requesl Foom needs
10 ke approeed by the LeadenSuperasoefdsransr befom submilting 1o the Unil Admisestralor or System
Adminisfmbor for your unit. Cick "Help™ to wew the business nules pedaining 1o user regisiration

_ Clic kthis linkto
Adobe Ackone] Fesden® can be dowdloadad by chcking on the ink: Eﬂmﬁ-i ( dow nload
AdobeA crobat
Reader.

® 145 Weed Formal
Adobe Scrobal Fomst

Cliclk "Close" to exit the page and return to the AHRS Web Fortal page.
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EMILED ACCESS REQUEST FORM

Fof rewamonk modfcalors ,anl remosd ofe
Tre gprowsd T will resd bk submlled o e
spedfceplambons belw:

i Irg amounk, leare canple ke B ard subind | o 5o supendsor of manager o approvd
I O LE&T20mIME Fabr Tof your il 150 Mala s er aamunicanbe creaks] . Fleze rok e

WoorkTow Rde : inedudes BH ST CHeT, BN S Clerk, POC Chiet, POC Clerk, Commadrg OTher, Camer Counselor, Zerlor Syrkm
Adminks ikabe, Ty Bm Admin seakorn, Ui LAdminks ko, FERSTBPS CHet{ PERSTEAPO Clerk, BOEZ 1 CHet, EDEZ CRik, ol More
UrerRde: Users ks rabor el Uae

Reques ksl Funclans canbe seleckd by cakgoks of alex .
Urermaybe amodakd wlhwp B ISUES.

Uearin®ermaton

O pers. Serdces O pers . 2cconing O rearslgrimenis O promolon:

O FPERSTEIPC

Hamis : GEH:
AED Wesrl D: E-Mall addrs ce:
Flions Humber: Fank: Farade : |
== Unit Frodls In®rmaton
.J;-W\'-Mhd Ul Ueer Role dop lorali: <
GhrtDatk: End Dat:
Superyl sl eader/Mana ger Informadon

Hame: Fhions Humber:

E:l Pequackd Funcdon o

O  Resdiress

Parconnsl Ssrvloss

Perconnel Scooundng

Reaco gnmen to

O Emengency Nollcalon

O 2ddress

O wame Chage

O Persoral Dala

O Prore Number

O ==M correclion

O sendceimsc. Daks

O Ml by Spowsse (MAL P

O Familly Mem ber

O =fra

O raivdus Awards

O =60

O cidiian pegree

O cidilan Educalon

O Ml by Educalon

O Los 1 Time

O Fleid Deermired S=culy
Sk

O cinzership
O Prokssional Cerlicalon
O iem

lgrimen| Conglderalon:
E&

O -
O Amny Fhyslcal Flimess

O Persona Maragem enl Teclk
O szvapiaFe T Soores

O Weapors Guallicalon
Owmosz

O Readiress

[ owerseas Assigrmen Dala

Perwonnsl Assouning

O scidier Amfwal
O ocoMus Ariual
O Mass Ardus

O Rewake Aniual
O Allach Sidier
O Mass Allachmenl
O =1ciirg

O ouly Staks

O Patenl Trackirg

O 2sslgrmentbuly His o

O otdier Mabllizaton

O zcldier pemobilizalon

O vri i Macbiizaton

O uri 1 pemabiizaton

O ke Tramsilon ko Aciue Duly

O Allach R Soldier

O orop drom Rolls of SkergIh

[ Re bamfrom OF R/D FS

[ Rewcke OFR/DFS

O scidier Trars| lordLoss ko be
Ay

O Mass Trarsi lon

O pos: peparkre

O zctedue Brieing
O enedrg 2lerdarce
O He b~ Reas slgrmenk

Fromodens

FERE TEMFO

O vressccialkd Soldier Evwnls
O redividual Bwenis

O mMass Evenis

O oup recessing Reporl

Feadins GG

O Persorrel Asse | WsIbIlly Reporl
(PAVR)

O Human Resounce
Aubodzalors Repor |(H RARS

O Eniiz ked Reducion

O Lakeral #ppainime ni

O promacton

O pery Fromaolon

] Zpecia Cakgory Prom ollon

O Resbore/Revoke  Prevous
Rank

O comect pake of Rank

O rark Hizbory

O el ked Advarnzement
Reporl L1173

O ez kd Promaton
Repor] (35525 4

gyctm Adminlskadon Informadon

LE iTH

Sigrakre ad Dalk:

“eMILPO Access Reguest
Form”

Form Sections:
User Information

N

\SupervisorlLead er/manager
Information

Unit Profile Information

Requested Functions

System Administration
Information
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“System Administration Menu”

[ Main Menu j

[ System Administfration ]

/ System Adminsitration Menu /
User Account Gmup System System
Functions Functions Functions Feports

Add User Accournt Yiew Group W odify Unit Hierarchy Remove Inactive Accounts
M odify User Account - Unit Prafile Createfdodify Unit Access Cantral Template Failed Login Attempt Audit
Modify User Account - Access Contral Fersonnel Service Center Wiew Audit Reports
LockilUnlock User Account Wi W arkflow A ccounts

Remove User Account
Delegate wWorkflow Role
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“System Administration Menu eMILPO Screen

System Administration Menu

wen,, ey ] ering iy

OO G

This page allows the wser 1o select an option 1o process system administration functions. For User Az count
Functions, please provide an AK0 User ID before proceeding, For Growp Functions, please select a group
name. For System Functions, please provide a UIC

s Click "Submit™ to proceed. Click "Close™ to exit the page and return to the Main Menu

User Account Functions
AKO User ID:
0 Add User Account
 Modify Usar Account - Unit Profile
0 Modify User Account - Access Contral

O Lock/Unlock User Account

) Remove User Account
r Delegate Workflow Role
Gioup Functions
Group Name : SelectOne  +
O View Group
System Functions
Associated UIC:
) Modify Unit Hierarchy
» Create/Modify Unit Access Control Tamplate
3 Personnel Service Center
System Reports
( Remove Inactive Accounts
3 Failed Login Attempt Audit
O View Audit Reports
O Wiew Workflow Accounts

Submit Close
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“User Account Functions”

Enter the Users AKO Account
\ User Account Functions

AKO Use@i.ioe@us.army.mil p )

Select an option by > @ Add User Account

clicking the o ) Maodify User Account - Unit Profile
corresponding radio ) Modify User Account - Access Control
button. O Lock/Unlock User Account
) Remove User Account
O Delegate Workflow Role
Click Submit to Proceed > Submit Close
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Add User Account - Unit Profile

\M 'T-:.r ul'f; ?rm, '-E.Ih‘
Er- .

=

This page allows the administratar to add the user's unit profile. Please enter or select the requested data. (%)
denotes a required field.

¢ Click "Submit™ to proceed. Click "Reset” ta clear the fields. Click "Close™ to exit the page.

User Information

Name: SSN:
User ID: MEGAMN.LEMNT e-Mail Address: MEGAN LENTEus. army.mil
Phone Number: Rank: PGrade:
“Workflow Role: | Select One i
“User Role: | Select One i

Unit Profile Information
*Associated UIC:
“Start Date: “End Date:
Supervisor/Leader/Manager Information
*‘Name: ‘Phone Number:

Access Control Information

“‘Unit Template & “‘User Specific O

Submit | Resat Cloze
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Add User Access Gontrol

sheng, el Qring TXip

G @ @ G

This page allows the administrator to add access contraol for the selected user. Please enter or select the
requested data.

s Click "Submit” to proceed. Click "Close™ to return to the Systern Administration Menu.

User Information

Name: LENT, UNKNOWN S5SN:
User ID: MEGAM.LEMT e-Mail Address: MEGAN.LENTEus. army. mil
Phone Number: Rank: PGrade:

Access Control at Associated Unit: WIECZK

Available Functions - Groups Assigned Functions - Groups
AEA - FIELD LEVEL

Y
ASWABRMAFCT scores- FIELD LEWEL ADD
Address- FIELD LEVEL
DEL

Arival Date Comection - FIELD LEWVEL

Assignment Considerations - FIELD LEWEL
Aszsignment Histony - FIELD LEWVEL

Briefing Attendance - FIELD LEWEL v

Access Control at Sub-Unit{s): View Unit Hierarchy

Available Functions - Groups Assigned Functions - Groups

Submit Close
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Modify User Account - Unit Profile

© @ © &

This page allows the administrator to modify the selected user's unit profile. {7) denotes a required field.

s Click "Submit” to proceed. Click "Close™ to return to the System Administration Menu.

User Information
Name: ENGLISHROSS, COLLEER SSN:
User ID: COLLEEM ENGLISHROSS e-Mail Address: COLLEEN EMGLISHROSSGus. army. mil

Phone Number: Rank: PGrade:

Unit Profile Information - Associated UC: WI1ECZK

‘Workflow Role: | NOMNE W
“User Role: | LUSER w
“Start Date: (20041014 “*End Date: 20051074

Supervisor/Leader/Manager Information

*Mame: [» ‘Phone Number: [+

Submit Close
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Modify User Account - Access Gontrol

O @ @ @

This page allows the administrator to modify the previously selected access control for the user.

o Click "Submit” to proceed. Click "Close™ to return to the Systern Administration Menu.

User Information
Name: EMGLISHROSS, COLLEEM SSN:
User ID: COLLEEMN ENGLISHROSS e-Mail Address: COLLEEN.ENGLISHROSS@Eus. army. mil

Phone Number: Rank: PGrade:
Access Control at Associated Unit: WIECZK

Available Functions - Groups Assigned Functions - Groups
AE# - FIELD LEVEL -

ADD ASVABRMFCT scores - FIELD LEWVEL
Address- FIELD LEWEL
DEL

Agrival Date Corection - FIELD LEVEL

Aszzignment Considerations - FIELD LEWVEL
Aszsignment Histony - FIELD LEVEL

Briefing Attendance - FIELD LEWEL bt

Access Control at Sub-Unit(s): View Unit Hierarchy

Available Functions - Groups Assigned Functions - Groups
AEA - FIELD LEWEL ~
ASWVABIAFCT seores - FIELD LEVEL ADD
Addresz - FIELD LEVEL
Arrival Date Comection - FIELD LEWEL
Azsignment Considerations - FIELD LEVEL
Aszsignment Histony - FIELD LEWEL
Briefing Attendance - FIELD LEWEL e

Submit Close
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Lock/Unlock User Account

shen,, el P ring CXif

0 @ @ @

This page allows the administrator to lock or unlock the selected user's account by checking the carresponding
checkbaox.

s Click "Submit™ to proceed. Click "Close™ to return to the System Administration Menu,

User Information

Name: LENT, LINKMNOWYT SSN:

User ID: MEGAN LENT e-Mail Address: MEGAN LENTEus. army. mil
Phone Number: Rank: PGrade:
Associated Unit: GOARMY Workflow Role: MNOMNE

Supervisor/Leader’/Manager Information

*Mame: EDS “‘Phone Number: 703-742-2116
O Lock ) Unlock
Submit | Close
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Remove User Account

© @ 0 G

This page allows the administrator to remaove the selected user's account from the database.

o Click "Submit” to proceed. Click "Close™ to return to the System Administration Menu.

User Information

Name: LENT, LINKMNOWT SSN:
User ID: MEGAN.LEMNT e-Mail Address: MEGAN LEMTEus. army . mil
Phone Number: Rank: PGrade:
Associated Unit: GOARMY Workflow Role: MNOMNE

Supervisor/Leader/Manager Information

Name: EDS Phone Number: 703-742-2116

Submit Close
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